



NATIONAL ASSOCIATION OF REALTORS®
Job Description
Job Title: RPAC Director



Department:


Status:
FLSA Status: (do not complete)
Reports to: (position title) 
Revision Date: 

Number of Direct Reports:
Disclaimer: Please note that this sample job description is for consideration and reference only, with the hope that it is a helpful resource.  It is not policy, and there is no requirement to use this sample.  It is not intended to represent the best, or the only job description for this position.  The needs and interests of each association vary, therefore, an association must craft and tailor the job description that is most suitable and appropriate for the association’s needs and interests.  
POSITION SUMMARY:
The PAC Specialist will oversee all aspects of the association’s REALTOR® Political Action Committee (RPAC) including strategy, fundraising, events, marketing campaigns, and the monitoring of legislative and regulatory trends impacting the REALTOR® industry. This role will also oversee and ensure all RPAC events and efforts remain in compliance with all federal and state lobby laws. 
ESSENTIAL FUNCTIONS:
· Develop and execute RPAC fundraising strategies, campaigns and events, ensure compliance with state and federal election and lobbying laws, management of PAC Board. Additionally, this role will represent the association at related events. 
· Develop and maintain relationships with key political fundraisers. 
· Develop and execute marketing strategies and solicitation/authorization campaigns throughout the year to build awareness of and support for RPAC. 
· Serve as liaison to RPAC Committee. Provide reports on RPAC activities, Conduct bi-monthly meetings, and ensure the timely posting of meeting notices, minutes and agendas. 
· Manage the RPAC donor database, maintain organized records of all RPAC receipts and disbursements, manage disbursement of all RPAC contributions, handle RPAC correspondence and produce internal RPAC reports and analyses.

· Ensure timely and accurate filing of FEC reports and lobbying disclosure reports at both the federal and state level. 
· Ensure events maintain compliance with all federal and state lobby laws and memorandum. 
· Monitor legislative, regulatory and business trends impacting the association.
· Meet NAR and State fundraising goals and ensure that the association meets NAR’s Core Standards advocacy compliance criteria annually.
QUALIFICATIONS 
· Bachelor’s degree required with a preference given to government or political science majors or related fields. 
· Strong understanding of campaign finance laws and lobby regulations 
· Experience reviewing, analyzing and lobbying with the state budget process.

· Experience working with a variety of organizations and individuals with diverse perspectives, the public, elected and appointed officials, REALTORS®, and governmental agencies, especially at the state and local levels.

WORK ENVIRONMENT AND PHYSICAL DEMANDS:
1. Ability to walk, stand, and sit (including on the floor) for long periods of time.

2. Must be able to lift and carry supplies weighing up to 20 pounds.

3. Ability to stand or sit while maintaining alertness for several hours at a time.

4. Position may require bending, leaning, kneeling, and walking.

5. Ability to speak concisely and effectively communicate.

6. Visual and auditory ability to respond to critical situations and physical ability to act swiftly in an emergency

7. Ability to view/enter data for long periods of time.


